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SUBJECT: LOCAL TRAVEL - I

1. Tranapnrtatiun'tiaknta. tokaﬂ“ir paases shall be procured thru the med-

ium of CIG purchese orders from loscal transportation companies 4o meet re-

quirements in connection with trave1| |

[thersof served by such local companies.,

2+ The chief of each office shall designate an officisl thersof to
requisition necessary quantities of tickets, tokens or passes and to mainn
taiu,gppropriate acoountability records therefor. Sush records shall iu»
dicate the safeguards taken to imsure official use only, (GAO has set out
the reiuirumnnt that passes, available for unlimited use, be turned in to
the controlling administrative offiolal at the end of each day) Such rew-
cords shall be forwerded to Washington (Fiscal Section) immedlately after
the close of each celendar quarter for audit,

be When acoounts oovering proourement of tiokoﬁn, tokens or passes
are received for payment the deaipgnated ocontrolling official in each of-
fice shall plsce the following certifioate on the original and copy of
each acoounts

"I certify the transportation tickets Zﬁhkana or p&asqé? covered by
this acoount were purchased in the Government interest and are necassary
for issusnce to CIG employses in the conduct of locel official business,

A control has Leen established to insure property accountability and use

only in comnection with affioiglﬁhuaiasas"

ots, tolcans or paﬁssE;“!EEIT"g; perforansd unsupported by trevel orders so
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employee shall mset all necessary transportation charges by outeof-pocket ex-
ponditures and seek reimbursement on Standard Form 1012 {Travel) voucher sub-
nitted st the end of sach month. Whenever practicabls U, 3. Government Transe
portation Request will be utilised in comneoction with transportation between
points whers the cherge excesds $1,00,

&. Standerd Forms 1012 shell be approved by the Chief or Acting Chief
of the office vonoerned, in the gpacse provided therefor on the face of the
voucher, prior to submitting the acoount to the Fisoal Section for payment.

bs In oases whers trmnéortation charges between two given points ex-
ceed $1.00 and no Trensportation Reguest ia used, thereby necassitating an
outlay of cesh by the employee, the employes shall place and sign the follow-
ing certificate in the body of the travel voucher:

"I gertify the use of U, 8. Government Transportation Request batween

end _____ was ingpportune and, scoord-

(31ty] (CT%y)
ingly, oush fare was paid,

(S1gneturs) ' "
6. All Stendard Porme 1012 oovering reimbursement for looal travel
shall acontein the followlng certificates, sigred by the employseq
"1 certify the charges listed herein were ocoasionsd exclusivaly in
the conduct of losal officisl bualness and no charge has besn inoluded

for transportation between lodging and point of duty.

(Blgnsture) o
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a. All travel necessitating overnight sbops, regardless of distance
from official stetion, should be perfcrmsd on the bssis of supporting

travel orders,

' BORE IDENTIAL
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